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I IQ I
This report is published to promote
application of technical knowledge
derived from the Department of the

Air Force research and development
efforts.

The potential users of this report
are cautioned that this document is
not a formal Air Force manual and does
not replace, amend or otherwise
supersede any instructions or directives

issued by the Department of the Air

FPrce. Those who wish to apply the

principles and procedures outlined
in this report are advised to consult

their records uenagemnt officials to

determine the appropriateness of their
action.

The views expressed her-in are those

of the author, and do not Y.cessarily
reflect the official position of the

Office of Aerospace Research or the
United States Air Force.
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the filing clerk determines the keywords
of the query, looks for the co-occurrence

Aof the same number on keyword cards, and
recovers those documenti which correspond

A two-year experimental application to the matched numbers.
has been carried out to determine the
potential of coordinate indexing i,. re- In observing the behavior and prac-
trieval of office correspondence and tices of file clerks and secretaries, this
management documents. The study was experimenter was impressed with the re-
carried out in several small staff offices occurrence of indicators of concept match-
of a military R&D organization. ing processes, albeit without being

formally recognized as such an activity.
The results show taat coordinate Since the matching occurred only in the

indexing is easy to apply, offers signifi- secretary's mind (as she compared the
cant operational and retrieval advantages, words of the request with her recollection
and appears to contribute to good office of similar words in the recently filed
morale. These gains are balanced against documents) it should be rather clear why
the increased input costs and the require- this nhenomcnon has not been adequately
ment for considerable changes in manage- recogiized and exploited for the improve-
ment and secretarial attitudes. ment of secretarial performance.

Coordinate indexing is, therefore, This newly gained awareness suggested
recommended for adoption in all situa- a hypothesis that the coordinate indexing
tions where there is a need for rapid and might also prove to be an easy and natural
accurate retrieval of documents from way for the secretaries to control office
multisubject files and where the multiple files and offMr a more effective method'
users require unaided access to those tor rapid recovery of business correspond-
files. Where siEIF-cnditions do not ence. Along with this we began to
exist, i.e., where the files contain suspect that most likely the non-use of
essentially the same type of documents coordinate indexing in the office was the
ind where retrieval is infrequent, the in- result of the clerical profession's
,.reased input costs may outweigh any gain- unfamiliarity with this technique, as
ed advantages, well as the computer-oriented history of

coordinate indexing where its principal
IM I UTION use was in the area of scientific and

technical documents.
This report is based on a two-year

experimental application of the coordinate In contrast to the above hypothesis
indexing techniques to the control of there were at that time (1965-1966)
office correspondence and report files. certain rather widely held notions that
As a document description and retrieval coordinate indexes were all right, but
technique, coordinate indexing is based not for office files; that coordinate
on the idea of concept matching, where indexing methods require professional
sequentially filed documents are indexed indexers; and that professional help
by keywords to be later matched (coordi- would be needed to start and keep the
nated) with the terms contained in the filing systems going.
retrieval question in order to recover
needed documents. To resolve this conflict we decided

to carry out an experiment which rested
Here is how generally coordinate on the following assumptions:

indexing works: The incoming documents
are described by keywords, and assigned o That the principal difference
a unique sequential number. A special between scientific and technical
record is kept on each used keyword to literature is in the subject
show which documents have been indexed matter of documents rather than
by this keyword. To locate a document in the form of documentation.

o That the average office secretary
• or a detailed description see Section IV. (GS-4 and 5) should easily compre-

hend and apply the coordinate
indexing.



SThat file size and the use of methods are now being taught in the GSA
computers would not be the material training cours s on office management.
considerations for the test of the The pertinent sections of this guide
success of coordinate indexing as illustrate how coordinate indexing was
a method for controlling document used in the experiment and how it might
files. work. It is included in Section IV of

this report.
With these assumptions we asked three

secretaries, each a high school graduate II, FIttINGS AND CONCLUSIONS
and each reporting to a different super-
visor to assist us in an experiment. The results of tI den'
Their files consisted primarily of staff the hyptisthain e indx-

memoranda, staff studies, copies of ing methods are not suitable for the con-
official correspondence and a variety of trol and organization of nonhomoeneous
technical reports relevant to the staff and dynamic office correspondence files.
functions of the Director of Scientific These methods are especially effective in

and Technical Information in the Office of situations where office functions are non-
Aerospace Research.* They were taught the repetitive (as in a military headquarters,
basic concepts underlying the process of or on the staff of a corporation), where
coordinate indexing, given examples of the rapid and accurate access to files is an
possible ways to organize their files, and important requirement, a-,d where there
asked to set up and operate independently is a need for unaided access by the office
their coordinate indexing filing systems. staff. Since a very large number of the
If they had questions the experimenter Air Force staff offices belong to this
would answer them but otherwise they were category, full or partial application of
on their own with complete freedom of coordinate indexing methods holds sig-
action. nificant promise to improve access to

office files, effect reduction of the
Measurements of the secretaries' required storage space, and promote the

filing and retrieval ability and other higher morale that comes from confident
factors were obtained at the beginning, in dealing with one's files under pressure
the middle, and at the end of the experi- of time and operational demands.
,nent. The findings and conclusions re-
sulting from these tests are shown in On the other hand, where such con-
Figures I and 2 and described in Section ditions do not exist, i.e., where the
11. files contain the same type of material,

where one is always assured that the file
The preliminary findings were pre- clerk will be present to recover the

sented in 1967 in a symposium of the wanted documents, where the retrieval is
National Archives*" during which one of infrequent or where there is no urgency
the participating secretaries gave a talk associated with the retrieval task, co-
on the methods which could be useful in ordinate indexin;,should be approached
replicating her experiences. Because of with great care, because the input
a heavy demand for specific instructions, costs may outweigh any advantages gained
a special guide was drafted, and the from the process.

*These functions include the responsibility for policy generation, implementation and
surveillance with respect to the command's technical communications programs and
activities.
"*National Symposium on Putting Information Retrieval to Work in the Office, Washington,

V. C., May 8-10, 1967, sponsored by the National Archives and Records Service, General
Services Administration.
***This is not to say that coordinate indexing is less useful for files of homogeneous
material, i.e., personnel files where the usual access is alphabetical (by name). The
experiments conducted by the U. S. Marine Corps, have shown remarkable success also in
this type of file. The principal use of coordinate indexing in such cases is mostly to
retrieve data (e.S., give me all the people who are 6 feet tall, have aviation training
and not married) rather than documents.
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The above conclusions are supported
by comparisons between coordinate indexing
and subject-heading filing applied to
essentially similar files, as shown in
Figure I below.

THE CC*PARISON CF AVERAGE

TIME TO EXECUTE FILING-RETRIEVING
*

FUNCTIONS

(N=32) (N-1O)
Function Sub-Function Coordinate Subject

Indexing Heading
(Time Average) (Time Average)

Minutes Minutes

Input Decide on index words 3
(filing)

Decide on subject category - 1/2

Record on cards/cross- 1 1/2 1/2
reference

Mark the documents 1 1/2 1/4

Put away (File) 1/2 3/4

TOTAL b 1/2 Minutes 2 MinuteS

Output Decide on retrieval words I

(retrieval)
Decide on retrieval subject

category

Find co-occurrence of words 1/2

Locate the "relevant" files 1/4 13

Make the final selection 1/4 1/4

TOTAL 2 Minutes 14 17 -Minutes

Maintenance Replace the document 1/4 1
(Re-filing)

TOTAL 8 3/4 Minutes 17 1/2 Minutes

*In actual size and composition the files were not identical because files changed

with passage of time.

F I GRE 1
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lIn general the exl'erime, produced potential for the reduction of the
t i ?oolo, i ng findJings: retr eval failure rate from 25 per

cent to two tenths of one per cent.
Finding One: Coordinate indexina
increases filingefors input Finding Four: Coordinate indexing
costs]. reduces trainin andcross-training ,

requirements, and facilitates
The average filing time per document unaided staff use of files.

,hk~s significant increase over that
rekuired in standard subject-heading Coordinate indexing requires le~s
file-; from an average of two [2] min- time for training or cross-training of
utes to about seven [7] minutes per new secretaries than the subject category
filed document. This increase is files. Th.e tests performed on summer
ca: ;ed principally by the time required employees [predominantly high school
to read or scan the document [as opposed students] showed that the training for
to minimal or no reading time in subject retrieval takes less than one [1) hour
Leading files] and the general document of explanation and two to three practice
!,r .paration [assignment of index terms, trials. Training to indcxl* from a
occasional look up of the thesaurus of thesaurus takes an additional six [6] to
index terms and appropriate markings on eight [8] hours. No comparable tests
retrIeval cards]. were carried out for subject heading

files; a precise comparison between
Finding Two: Coordinate indexing these two methods cannot be drawn.
drastically reduc , retrieval time. Two participating secretaries estimated,

however, that one needs several weeks
nTe average retrieval time per dncu- of on-the-job training to acquire

rent is about two [2] minutes per docu- comparable confidence in dealing with
:.tent. This contrasts with an average of the subject-heading files.
,vrr fourteen [14] minutes for access to
the same type* of files organized by sub- The use of files depends primarily
'iect categories. This is a significant upon one's ability of constructing a
[svvenfold) reduction of waitinS time search strategy from a thesaurus, rather
for wonted information, and is etpecially than knowing the organization and con-
important where rapid response to queries tents of a file. Because of this the
i. required. coordinate indexing files are particular-

ly well suited for those occasions
Finding Three: Coordinate indexing when the secretary i% absent and the
rcduces the rate of retrieva staff or the substitute secretary has to
failure. look up the filed documents. In our

experiment the unaided use of files by
During the entire period there was the staff when the secretary was busy

onl% one failure to retrieve the wanted with other work, was observed on the
documentation. The total number of re- average of twice per day.
pw' ts during this period is estimated
it over 500. The subject-heading tests, Finding Five: .Coodinateindexin
,.1-d on ten [10] retrieval questions, adds to the incentIves to ee the
'uggest a failure rate of two in eight files small.
requests. If these figures are repre-
sentative. coordinate indexing offers the

-clalm is made for the situations where the files reflect the repetitive and
precisely defined functions of a given office because the experiment did not include

such situations.

"*The initial "intuitive" keywords are assigned by the office superisor, the trainee
was only translating these keywords into the appropriate thesaurus code words. A
completely independent indexing would take much longer, however, no tests were carried
out to determine such training period. An average thesaurus consisted of approximately

!50 words.
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In our experi.ient the original files of less help is a mature woman [over 40],
ere initially reduced by about two thirds with more than 15 years in the Federal

of their original size. In the two employment, and generally acknowledged
years of "experimental" conditions as an experienced office manager. The
the files were also subjected to two who solidly preferred the coordinate
frequent purging* which kept their growth indexing pointed out that the main reason
to a minimum. Although accurate figures for their satisfaction was the assurance
were not obtained, the secretaries that no matter how imprecise the request,
estimated that less than 50% of the in- any document in the files could be found.
coming materials were permanentl;, filed; This gave them confiden:e that they could
the majority of "non-consequential" not fail. Moreover, they felt that the
material was kept in a temporary 60-day coordinate indexing method allowed them
file or promptly discarded. This freely- greater participation in the work of
elected discipline is explained by the their supervisors because now they had to
reluctance on part of the secretaries read the correspondence before it was
[as well as their supervisors] to devote filed away.
7-10 minutes of indexing time to each of
the incomiiig documents. Thus, it appears Finding Seven: Coordinate indexing
that a filing system which uses coordinate reduces overall fiin and retrieving
indexing has a powerful built-in incentive efforts.
to make immediate decisions about the
future value of the documents, and to As can be readily seen from Figure 1,
discard [or temporarily hold] those the total time devoted to filing and
which are of transitory nature and retrieving each document according to a
marginal value. Such incentives do not coordinate indexing scheme is consider-
appear to exist in the subject-heading ably less than by the subject-heading
files where there was no immediate system. Our comparisons disclosed that
penalty for storing worthless memos the average time for coordinate indexing
and "thank you" letters.** was slightly over 8 minutes, while more

than 17 minutes was needed for the same
Finding Six: Coordinate indexin& operation by the former *ubject-heading
promotes filing con idence and files. If one considers that in an
contributes to a sense of well-being. actual operation the usual ratio is

five retrievals to each original entry,
The reaction of participating the saved time becomes more significant

secretaries to the coordinate indexing and makes the coordinate indexing system
system was found to fall into two cate- even more attractive.
gories: 1] a clear preference for co-
ordinate indexing approach and 2] III. T4E EXPERIMENTAL EThOMS
studied indifference. The two secre-
taries who clearly preferred coordinate The Environment
indexing were young [18-20 years old]!**
and employed less than 4 years. One The experimeiit was conducted in the
secretary who found coordinate indexing staff offices of the Director of Scien-

*Coordinate indexing alone should not be credited for this action. Rather, in one
case it was the policy that the entire office files should never exceed one filing
cabinet; in another, the small office space and periodic decision to "get rid of the
junk" were the principle causes of purging.

*This may explain why in government and industry there is a need for annual file
reduction exercises, and a legion of records-disposition supervisors to enforce the
filing discipline.

***Not much should be made out of the age factor, except as it may be coupled to the
general experience and file confidence.
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tific and lechnical Infonnation, Head- systems. Training in the application ot
quarters, ffice of Aerospace Research. coordinate indexing methods consisted of
consisting of lb employees in four several sessions, each of 30-40 minutes
divisions. The involved staff [six in duration on a person-to-person basis
professionals and three clerks] responds between the secretary and the experi-
to various requests for information about menter. The girls were-formerly exposed
command policies and practices in to the coordinate indexing concept be- WNW
technical communications, develops plans cause the experimenter was already using
for new policies and programs, surveys this method to control his professional
the degree of compliance with the papers. No written guidelines were
command's technical communication and furnished, since none existed.
information transfer policies, and co-
operates with other DOD and Federal After several discussions the girls
technical information activities in decided to use uniterm cards tFigure 21
developing coordinated national techni- as the most convenient and economical
cal information activities. To support method. The specific configuration of
these functions the staff keeps files of each filing system, the construction of
staff studies, policies, plans, and vocabulary, acquisition of special card
relevant correspondence. Before the holding cabinets, etc., were left to the
experiment these files were housed in discretion of each secretary.
seventeen (17] filing cabinets. The
present number is eight [8].* The Procedures Used by the Secre-

taries
The Experimental Hypothesis

Although each secretary was free to
The experiment was built to confirm use or not to use any part of the sug-

or deny a hypothesis that the coordinate gested coordinate indexing procedures,
indexing methods are not suitable for their overall approach followed a gen-
te control and organization of non- erally similar pattern. This approach
homogeneous and dynamic office corre- is best described with the excerpts of
spondence files. The hypothesis would the briefing given by one of the secre-
be denied if within one year the clerks taries to the National Symposium on
succeeded in establishing and satis- Putting Information Retrieval in the
factorily operating their principal Office.** Here are the pertinent parts
office files using the principles of of this briefing:
coordinate indexing.

"a. File Anal ses

The Experimental 
Conditions

We began by making a list of
Three secretaries [ages 18, 19, our files, finding out what

and 431 with varied backgrounds and our files contained. We
temperaments, all with previous office found they contained a good
experience of not less than three years number of professional papers
were asked to convert their standard that our employers kept, such
subject-heading files to a filing arrange- as an important journal article
ment based on the principles of coordinate or technical reports to keep
indexing. The offered choices were up with their professional
arrangements based on the uniterm cards, field. There were staff
Termatrex cards, and Port-a-punch cards studies, assessments, tech-
[See Se:tion IV]. The computer support nical proposals to establish
of such files was not offered, thus certain information services,
restricting the girls' choices to manual- reports of special committees,

*These statements should not be .nterpreted as implying that coordinate indexing was

the sole reason for the reduction. Other factors mentioned in Section I! were of
equal if not of greater importance.

"*The talk was given by Mrs. Marla Eades, the secretary in the Information Programs
Division of the Director for Scientific and Technical Information.
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general inspection reports, and ways of asking for papers.
plans for the scientific in- In the end we managed to get
formation progra.,:. We had along with a limited number
papers on our budget and money of words [150-200 depending
we program for our projects, on the size of the file], now
copies of contracts and corres- that our vocabulary was estab.
pondence on the contracts that lished.
we administer. Also we had
directives, regulations, "c. Filing and Retrieval Aids
letters of instruction, clarifi- Icards]
cations of policy, as well as
field comments on the regula- Each of the approved keywords
tions which were prepared in in our vocabulary was re-
our offices. We used to file presented on a 5 x 7 card, each
just about everything - with ten columns, numbered from
announcements of meetings, zero to nine, into which we
newsletters that were already would enter the numbers of the
kept in an office right next filed documents. The last digit
to ours, memos for the record of the number determined
as well as our really import- which column we would enter the
ant correspondence, file number. The only purpose

of these columns is to help in
"I was told that I could do any- scanning the numbers. All of
thing I wanted, but first I the cards were kept in a Kardex
should try to understand the file, with the keywords easily
basic idea about coordinate seen at a glance. The import-
indexing. After understanding ant parts of our system were:
the fundamentals I was to start the filing by number, the list
trying it out on a small scale, of approved descriptors, and

the 5 x 7 cards.
"I wanted to achieve two things
[1] to have a system that I "d. Storage
could get things in a hurry,
and [2] a system whic;h would Following are the steps we
keep me from putting away too used to enter the document
much clutter. I reasoned into the file. As a document
that the filing time was not was received and the decision
to be considered as important was made to keep it for future
as the speed often required retrieval, it was first given
in the retrieval process. the next filing number. Then

it was read, usually by the
"b. Thesaurus secretary, who wrote down the

naturally occurring words in
Before the paper was put into the text best describing the
the file it was indexed with document. Then she looked up
terms which identified its these words in her thesaurus
contents. As these terms and translated them into the
were listed in a vocabulary approved keywurds. When this
which was called a thesaurus, was completed she took the
but actually was a notebook cards which represented the
which served as a translation selected keywords and entered
list. We had to construct our the assigned number on each
own thesaurus, and in the card. The document was put
beginning it took quite a bit in its place in the cabinet,
of work and discussion with and the cards back into the
our bosses to learn their Kardex file. That ended the
technical language and their filing process.

7



"e. Retrieval These questions led to a lot of
material being discarded; a lot

The retrieval process was just of other material, of interest
.3 simple. Usually the sec- for only a short time, was kept
rctary would get a question un-indexed in a handy open file
which she translated into a and then discarded when it was
combination of the approved no longer needed.
words. A question like "get
me the letter from HQ USAF "g. Conversion From Old Files
about a program they want to
start next year to train the For those of you who might be
old systems analys: at "AFIT", interested in seiting up a
would be tran-lated into key- coordinate indexing system
words 'USAF", "Program", "AFIT", in your own office, I have four
and "Analyst". She would then suggestions. In all probability,
pull the four cards which re- you can go the same route that
presented the keywords out of we, and other offices which have
the Karde.. file and look for adopted our system, have gone.
those nuters which wotild be Here are four points which
identical on all five cards. think are worthwhile to keep
Sometimes she would get two in mind. [1] Du not attempt
or three docuents this way, to change your present system
but either she or the person overnight. (2] Start ith a
who asked for the document very small portion of your
woulo quicxly recognize which file, three or four documents
one was the right one. [things that will be asked for

more often than others].
"f. Puting (3] Put in all desired new

material as it is received.
C-pite the fact that our new [4] Add material from old
approach kept a large amount files as it becomes active
:f material from ever reach- [pulled for some reason).
ing the file, the amount of file The last point is quite
materint has increased with important. After about a
time. To reduce this build-up, year, the remnants of your
a limit was put on the amount old file [that which remained
of material to be kept in the inactive] can probably be
file.* The files were purged disposed of, and your new file,
when the limit was reached, of course, will be in full
Since the build-up was slow, the swing."
purge was not required very
often. You had good reason The Measurements
to eliminate much of the
filing and reduce your files A total of 36 measurements wcre
considerably because it took taken during the two years to quantify
more time to file, so we were the following activities:
more careful about what was
being put into the system. Time to file
Under the new procedures a
person reviewing the document Time to retrieve
would ask himself, "Will I
have a future need for this? FailJre to retrieve in time'
What will bappen if I ever need
this paper and I find that it These measurements were compared to
has been discarded? Can I ten [10] test retrievals, and operations
replace it if it turns out in the old su ject category files,
that I have a need for it?" carried out btffore the experiment.

-Us,&aay the lim~it was detemined by the eaisting number of filing cabinets in the
office. No nw cabinets would be added to accmmodate the overflow.

**This time varied according to the urgency of needed response. Usually, when the
document could not be found in two hours the case was comsidei a failure.



The filing and retrieving measure- There are many reasons why one's
ments of the coordinate indexing systerr files may not be worth the trouble.
were further divided into - Most of them stem from one or more of the

following actions:

o time to decide or: indexing ke)-
words 0 Everything is being filed. The

net result o€ this policy is a
o time to record on cards filing systt7 bulgin, with useless

junk.

o time to put documents 
into file

0 A paper is f led under one pre-
o time to translate the question designated ,ublect. The tr,.uble

into retrieval key*%vords is that practically every paper
you file deals with rcre tha:

o time to look up retrieval cards cne subject.

o time to locate "hot" files 0 File rleiks and secretaries
seldom read any of the letters

o time to make final selection they file. No wonder they look

puzzled whet you give then your
o time to refile description of the paper wanted.

Whenever precise measurements were HOW DOIS THE NF1W METHOD HELP YOU

not taken and the experimenter depended

on subjective estimates, these are 0 It 'orces yo, to throw away trash
specifically mentioned in the body of hefore it gets filed, it takes
this report .bout 5 minutes to prepare a docu-

ment for filing. With this kind

IV. COCINATE INXING MUIIELINES of work you will think twice
before filing useless papers.

The lessons derived from the experi- The time you spend on filing is
ment were reduced to a handy booklet not lost. You will be rewarded
which could be used in training those wher, it becomes necessary to get
secretaries who wish to adopt the co- the documents out of files.
ordinate indexing methods. It has been

subsequently printed as a technical 0 It permits access to documents
report and made publiclI available under from various points of views and
the title Coordinate Indexin A descriptions. You combine the
New AproacFtoOffice Fili , OAR8 right wors and presto
0014. The appropriate portions of this they lead you to the right docu-

booklet are reproduced here to provide ment.
the reader with a better understarding

of the experimental environment. 0 It forces your secretary to read
the document (or at least scan its

WHf PFnPLr CWn'T FIND RIGHT DOCIENTS contents] before it is ready for
filing. Your memory will help to

Many office supervisors complain recognize what is being wanted.

about their office files when documents
cannot be found when they are needed.
Most of them blame their secretaries

or their filing clerks. Sometimes they
suspect that the filirg sy ter i_ t.ot
suited for their purpose. Seldom do
they admit that they theaiselves maybe
contributing to the problem.

9
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W+AT IS COORDINATE INDEXING

Coordinate indexing is a new method of filing and retrieving documents
with the help of index terms (descriptors.) It has been developed for

use in big data storage and retrieval centers where traditional methods

of filing by subjects could not keep up with the document volume and
the number of requests. A new flexible and faster method was needed.
Thus, coordind':e indcxing was developed to meet this need.

Briefly, coordinate indexing files consist of three parts shown on the
facing page.

1, the storage of letters,

reports, books, etc.,
filed numerically, as
received for filing.

2. the Word-List is used
as a language dictionary.
It permits you to start
with your own retrieval
words and leads you to
the official file words.
(Lxplained in detail on
pp. 14 and 15.]

3. the Word-Cai'd File, con-
taining one Word-Card for
each of the officiaZ words.
Record the number of the
ncw document on these cards.
[Explained on pp. 16 and 18.]

Here is how the method works.

TO FIhE, (I) assign the next number to the new document, (2) choose
the Word-Cards which best define this document, (3) enter the document
number on each of the selected cards, and (4) file the document

numerically.

TO IdTRILVE, (1) decide which word might describe the wanted document,
(2) pull the appropriate Word-Cards, (3) look for the same number to
appear on all of then, and (4) pull the document from the numbered
file.

Since you find your documents by matching, or coordinating the index

ternms (the descriptor words), the system is called coordinate iaieing
or concept coordination.
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M1PARING A IXICtE.NT FOR FILING3

STEP 1

First decide if it is worth filing.
Many memos, thank you letters, etc.,

- are n~ot worth keeping for more than
a few weeks, and this can be done in

a temporary folder.

If you decide to keep the document,
also decide how long you will keep it.
(See p. 21.)

STEP 211.

Assign the ftling number. This
will be the next number in your
files. For example, if your
file has forty-seven project
folders (documents) the next - -

number will be 48.

whichSTEP3

Select from your Word-List the words

wihbest describe the coi.tents of

the document. Pull the corresponding
I I~q~qci ~Word-Cards from your Word-Card File.

Anum atWrite the words on the filed document.

STEP 4

Mark each Word-Card in the -1

appropriate place with theI
number (if the filed docun(c-7tT.

KC!LIC ,ILLr iwo!d-cdri3 a!-..;: 7
Put yu(Ir documents in the fiie rIurcr~call]



FINDING DOMCEI4NT IN FILES

STEP 1

Starting with the words of the
request decide which Word-Carde
could have been usod to index
the document. Use your Word-List
to help you in this decision.

After using the system for awhile
you will find that the need to
use Word-List will slowly dis- MAMINW

appear. Eventually you will
know most of the words by heart.

STEP 2

Pull two or three appropriate Word-Cards
from your Word-Card File. Compare the
document numbers. Select numbers which
are identical on all cards.

4?-,) If you find more than one identical
number on the pulled cards and the
document you want is of recent date,

. ...... use the largest identical number. If
it is an older document, start with the
smallest of the identical numbers.

STEP 3

Pull the numbered folder (document)
from files. If more than one folder
has to be retrieved, make your decision
by visual inspection.
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WHAT IS A WOR LIST

The Word-Li- 's a type of translation dictionary. It permits you to
translate col ,on words used by you or your boss into the official filing
words. In a way it acts as a cross reference for words (not files.)
It tells you which words are understood by your filing system.

Below is a page from a fictional Word-List used in a retail business.
Notice that its official words are capitalized. These are the words
for which there is a corresponding Word-Card in your Word-Card File.
Other words (not capitalized) are those that you might use initially
to ask for the document. They must be first translated into official
words. For example, the word financial status might be the word which
your supervisor frequer ly uses to ask Tor documents; the document the
supervisor wants is described in your Word-List by the word BUDGET STATUS.

" Financial Status
SUse: BUDGET STATUS
Freezers
Use: APPLIANCES

Fishing Rods

Use: SPORTING EQUIPMENT

F'l FXURES
Flags

Use: DECORATIONS

Flooring
Use: BUILOING SUPPLIES

SFootwear
Use: SHOES

Taie Word-List should contain most of the words which ar ? actually used
in your office when asking for documents. Included in this list should
be the names of companies and offices with whom you have frequent dealings,
names of certain people, and file control words (shown on p. 21.) The
Word-List can be kept in a loose-leaf binder or on Rolodex cards (see
p. 19.)

Ji



HOW Tfl CnNTPirT A WOiX1RD-I-1ST

The words you select for your Word-List should be taken from your office
files. ley should be commonly known and used in your Qffice.

STEP 1

Take about 50 documents from .S- L-- -' SIIoo, I

your present files. Circle t-I-°
all words in the title and -
in the text which describe "- r.- I o~tS

the document's contents. - &LocATIw

About 4-7 words per document
will be enough.

STEP 2

Make an alphabetical list of
WORD-COUNT all selected words. Count how

used too often often they have been used. Study
Abitrdat 1O the words to see which ones are
Automation 4 sufficiently similar to mean
Bonds 13 about the same thing. Decide

insulficiently- ir k . . which one of these similar words
used Construction 32 should become o officiaiZ word.

Costs '17he remaining words will be cross-
Credit 9 referenced to this official word.
De" Too frequently used words or those

which are seldom used, make poor

official words. Avoid using them

-as _our official words.

STEP 3 OFFICIAL WORDSTEP T

'll alphabetized Word-iList Afbstfd(

shou ld include both ffi'. q, U) SUMARy
and other ;.ords . Type the AU1OMA7IUN
ojv:ecz words in capital

icters.

Instead of a typed list you 'L , .III(
may want to 1ISe a Rnl1otdcx I0,0
shown on p;ge 12. 'lfiI wi I. "?, h INAN4I%
permit changes in your kW rtl- .Crf- i
List without the need to , s AC

retype the whole list.

k ty,' til nuber of tc'i'a2 .ords to a minimum. Remember that for each
. . o urd o will nvcd a hord-Card.



CHOICE OF WORD-CARDS AND THEIR USE

1liere are three principal non-computerized methods of keeping records
of documcnt numbers in your files: overprinted $x8 index cards, pre-
scored IBM cards and Jonker Termatrex cards.

The Word-Cards are the principal tools for determining which numbers
in files represent wanted documents.

The numbers are being coordinated, i.e., identical numbers are matchedby inspecting the numbers which have been recorded on Word-Cards.

OVERPRINTED 5x8 INDEX CARDS

You can make your own cards by overprinting standard 5x8 index cards.
They are the least expensive and are recommended for the early stages
of your experimentation. If you ever want to move up to the more

sophisticated equipment it won't take much effort to transcribe them
onto either IBM or Termatrex cards.

The numbered columns preprinted on such cards help you to organize
your numbers for easy visual scanning. Notice that the last digit of
the number on the document determines the column where it will be
entered.

ofIicer

"-h--r-I- _ - Requirement
, 135 17 I R

21 : : 1 1 !3 11 is 17128 39

I cdt aion l L23: i3Si I

3, %9, : ,' ''- r

I_ , -I"

. .. -. --77
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By overprinting cards of several colors you can use different rolors
for easier access to your Word-Card File. For example, you ma) want
to use yellow for all action words; blue for all nouns, green for
names of people and institutions, orange for the year or month of
filing, pink for frequently used acronyms, etc. In our tests we
found colors to be of considerable help in pulling the right Word-Cards.

IBM PORT-A-PUNCH C,

Special kits of these cards can
be obtained from Find It, P. 0.
Box 25942, Los Aigeles, California
90025 ($10.00 per kit.) The cards
are also available from the IBM
Corporat ion.

011cer '"The Port-a-Punch card is manu-
1.a -factured by the IBM Corporation.' ducali- -,, . It is a regular IBM punch-card

on which the holes have been pre-
scored. You can easily push them

" 1 .1n - out with a pencil or a special

The card contains 480 potential

. holes, and is suitable for 480
a documents. It is most popular

I with students and textbook writers
who need to arrange their back-
ground literature for citations,
review, etc.

The card can be read by lining
up several cards and letting the
light shine through. It can be
also handled by the standard
electronic data processing equip-

17



JONKER TE"%TREX CARDS

In principle they are sinji lr to 77 7 _

I IIM ca rds , i .e they ;1 re rv'd
by passing light through thvir
holes.

"l'hey differ from IBNI cards by
their size, material and the
method of making holes. Each L G00
card is lOxl) and contains space

for 10,000 holes. Thus, this
card is suitable for 10,000
documonts. 08

Finding a document number on CARD

'lermatrex Cards requires the aid
of a special reading device which
produces a flat light. A special
slide rule permits you to read
out the numbers.

The iaumbers arc recorded by drilling the cards. A special drill is
required to insure that the holes are drilled in precise locations.

The Termatrex System costs more than the other two. Yet, in comparison
with the automatic data processing the Termatrex equipment is quite
cheap. When this report was written, an investment of about $1,SO
would buy the basic equipment: cards, drill, light box and card holder.

The systems can be converted to a direct computer read-out with the
help of special Termatrex conversion equipment. The contractual
read-out services may be obtained from Jonker Corporation which
manufactures the equipment.

18



HOW TO UPDATE YOUR vRD LIST

As your files get older you will find that some ofjficiat words are no
longer useful, while others should be added. This happens as subjects
and ihcterests change. If you do not keep up with these changes your
system no matter how good at the start, will become inefficient.

The best way to keep up with the changes is to keep a eandidate word
jiot. You can record new words as you notice them. After awhile you
should review this list, and if you feel that the new words should be
added to your Word-List add them.

Remember your Word-List is like a foreign language dictionary. It
helps you to translate words used by your boss as he describes the
documents. This is why the Word-List ;hould be always accurate to
reflect the changes in that language.

Our secretaries found that the standard Rolodex file is the preferred
way to keep their Word-List. You can remove or add one word at a time
without the need to retype the whole list.

WORD-LIST
C CANDIDATES
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HOW TO CONVERT YOL OLD FILES

To switch from one filing method to another is not an easy task.
The trouble is what to do with the old files. Re-doing them is
usually a distasteful task, because there are so many old documents
that you just don't see how you can find time to do them.

Lack of time is the principal reason why people continue to suffer
with their old, inefficient method.

FORTUNATELY YOU DON'T HAVE TO CONVERT ALL YOUR FILES. Let's face
it. Chances are good that your old files contain no more than 20%
of useful material which should be kept. The rest is either archival,

i.e., should be put away into permanent storage in some central
location, or just simply old and useless documentation that should
be destroyed.

Here is a foolproof way of converting your old files.

1. Keep the old files as they are.

2. As you pull the requested docu-
ments do not return them to the
old files. Instead treat them
as if they were new documents.

3. After one or two years your old
files will be really old -- and
dead.

4. Inspect your dead files and
select thc archival documents.
Discard the rest. Transfer the
archival documents to your
organization's archives.

Using this approach you will be able to convert your files painlessly
and efficiently.

2U1



RETIRING OR DISPOSING OF YOUR FILES

Most of the active material in your files is usually less than six
months old. It makes good sense, therefore, to dispose or retire
the material as early as possible.

Here is one way to tackle this problem:

As you file a document decid' in
1/?fit5 advance about its ultimate dis-

0position. For example, you may
-/ 3 decide to keep the document on

43 3 - files for one year and then dis-
25 4 ~card it. Or you may want to

keep it two years and then retire,
Ii.e., put into the archival storage

in your organization.

Two.-YEARFI.. Establish special ccrtroZ word-card
shown in the figure on the left.

Enter the numbers of your documents

4Z 5 2647 49 on the appropriate cards corresponding
to your decision.

Once a year review the one-year

/0 7 and the Last year date cards.
All numbers that appear on both
cards represent the documents s
that should be discarded. Example

Once a year review the the year
before last card. and the archives

16 card. The numbers appearing on
both cards are your Vchival

1. 77 documents. Example -28)

~O 1 S 5 55se ' 5 ~ Once a year review twoo ysara an
the -ear before Zast cards. lis-
card the documents whose numbe 0

146b l J _2. I l appear on both cards. I.xampl "
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